Procurement Desktop-Defense 4.1 Job Aid - Appendix #

SF 1442 CONSTRUCTION CONTRACTS

PROCUREMENT PROCESS STEPS PD* MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Highlight the PR, then select Contracts The Analyze function checks:
Three/1 . .
Procurement = Analyze = CLIN description for possible Buy
Analyze the PR To define the rule, highlight the rule in SAP American Act exemption
e ——— === | question and click the [View Rule Three/2 = FSC, SIC and WSC for possible
T Desoren PR ST e D Definition] button. class Set-Asides.
No exemption matches were found.
The Analyze function validates the
[t o oo e e highlighted document against system-
e defined rules selected by the System
Administrator (SA).
e . s o If an organization contained in a PR
g::ﬁiii.f;g%?%ﬁ?%;il;;f"’ “M passn has not been approved, any award built
Papecion & Accspance s orractor o S Fncsce pAssED o firom that PR cannot be released.
Ilzlil Highlight the PR, then select Contracts To set alerts for Milestone Due Dates
Procurement— Milestone Plan. Three/3 select Utilities > Preferences —
hflestone Plan . Notification.
Create a Milestone Plan Select a Milestone Plan template or create a
plan.
Document Humber: P002-93-A401 XXX Add and describe the milestones.
Milestone Plan Title: | ﬂﬂ@ﬂﬁ@
Close and Save the Milestone Plan.
Template: |Nc| template chosen | :l
Start Date: PEI it 98 End I]ate:l
OK Cancel |
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Job Aid - Appendix #

PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Highlight the PR then select Procurement | Contracts
— Checklist Three/2
Checklist .
Create a Checklist Select a template or create the checkpoints | SAP
| one by one. Close and Save the Checklist. Three/1
Documert Murmber: PDDDE-QQ-MM HRH
Checkist Title: [EESCE]
Template: | | :l
OK Cancel |
Highlight the PR, then select Contracts The SML finds vendors in the database
Procurement — Pre-Award/Award — Three/5 that match the rotation criteria indicated
solicitation hiling List ~ oo o Qo licitation Mailing Solicitations — Solicitation Mailing List SAD upon creation. .
List (SML) o B ‘ FSC and SIC are required values for
Solicitation Mailing Lists can also be Three/4 vendor rotation. Other rotation criteria

[l Solicitation Mailing List - SML1

SHL Mumker: LT
SHIL Date: [23-Oct-1998
Date of Reguest, [25-0ct-1938

——Wendor Selection Criteria

PR Mumber: [DOD02-89-A401 53X
PR Tille: [vistor Center PR
Recuesting Office: [Defense Recuirements Commana

FSC Code: [C111 =l Wendor Category: [No Category =
SIC Code: 1500 =]  Geographic Region:

Preference Program: [Mo Preference /Mot Listed |]|  Mumber of Vendors:

|

Rotate |

SIGH INC anN7o0s

Commerts
AMERICAN MANSGEMENT S'YSTEMS, INC.

Attnz[Mo Contacts Idertified

an724  [inComp. Range [+

X1

[T Small Business

FARFAX, VA 22033 [ RFa Sert
Commerts [ o Response
ANALYTIC SCIENCES CORPORATION, THE DE035107 [InComp. Range =] ¥ Active
attn:fun Cortects erties [ [Z Smal Business
READING, MA 01867 7 RFQ et

Commerts [ o Response

created as a stand alone without
highlighting anything.

may be added.

Vendors can be added to and removed
from the SML using the Vendors menu.
Vendors can be rotated (appended) to
the SML by clicking the [Rotate]
button.

Mailing labels can be printed from the
SML by using the File menu.

An award cannot be released if it
contains an unapproved vendor.
Unapproved vendors block the release
of an award,
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
oF Create a initial SF 1442 Solicitation by Contracts The purpose of initial solicitations is to
K42 highlighting the SML, then select Three/6 lock-in the solicitation number.
Censtrustion Solicitation To create a Presolicitation g(l)‘;)izlilt:letlil(:lellslt—:)gorlfsa‘l:’:tli.gl/lAs‘:’)?iz(ilta_)ﬁon SAP The initial SF 1442 Solicitation ca.nnot
CBD notice, first create an Initial SF 1442 (SF 1442) Three/5 be used to create an Offer Evaluation
solicitation or an award document. Both need
Heassign PIIN X] The SF 1442 Solicitation also can be released solicitations.
created from a PR or as a stand-alone
document. A solicitation can be
renumbered by opening the document and
Humber: ABC123- 99 - B - 0014] selecting Document Options —>Reassign
PIIN.
Description: | ‘isitor Certer 5F1442 Solictation EAReassion PIIN [X]
Humber: | ABIC23- 99 -8 - 0014]
OK Cancel
Description: I Yisitor Center SF1442 Solicitation
Save and Close the solicitation.
S Create an Advanced or a Presolicitation Contracts A CBD Announcement should be
S CBD Announcement by highlighting the Three/6 approved before submission to the
cqniBD . solicitation, then selecting Procurement — Commerce Business Daily.
nouneement Create a Pre-Solicitation CBD CBD Announcement SAP
Notice ’ Three/5 A CBD Announcement can be prepared

Ereate HNew CED Other Hotice

=

CBD Number: | ABC123-83-5-0014

CBD Description: I CBD Pre-Zolicitation Matice for Wistor

CED Type

" Modification to Motice
£ Awvard Motice

" Sources Sought Matice

Cancel |

Choose the Sources Sought Notice,
Presolicitation Notice, or Other radio
button. Complete the Create New CBD
Other Notice Window. Close and Save.

Approve the CBD Announcement.
Highlight the announcement and click the
Approval icon. Add an Approval Sheet
and Approve.

Prepare the CBD EDI file. Open the
approved CBD Announcement and go to
Prepare—Prepare. Save the EDI file.

for electronic transmission by using the
Prepare menu. The CBD
announcement must be approved first.

A CBD Announcement cannot be used
as the basis for a solicitation, an offer
evaluation, or an award.
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Create a SF 1417 Presolicitation Notice Highlight the solicitation and select Contracts ¢ The gray areas in the SF 1417
Procurement — Attachment > New. Four/2 Attachment are text form fields.
Highlight the field first to properly fill
o S| | BRI Select “Construction Contracts” from the For details out the blocks.
achment Thle: SF1417 Pre-Solictation Matice Template SF1417 Pre-Salicitetion Notice | .
st Template Type drop-down list box and on
Com  Commu Comes | “SF 1417 Pre-Solicitation Notice” from the | attachments
- Source Document s O Template drOp—dOWn list box. Sec:
Descrigtion:  Vistor Center SF1442 Solictation Expirton Dete
Noamber ABC123-99-8-0014 Dolar Valug Linit
ws [ — Complete the Create Attachment screen. | Contracts
stor Center for DRC .
— F Click [OK] to open and complete the SF Two/2
b : 1417. Click [OK] to close and save.
Organizaliun.befense Procurement Command . Vet I:|3 [ ] S AP
Phone: |703-555-00M Delete I:Iﬂ TWO /2
Eit Cancel
oF Open the initial SF 1442 Solicitation by Contracts CLINs from other approved PRs can be
442 double-clicking the SF 1442 Solicitation Four/2 incorporated into the SF 1442
Construction Solicitation C SF 1442 icon. Solicitation from the Line Item
o reate a For Line Summary page by selecting Line Items
Solicitation Complete the form. Item Detail — Attach from the menu bar.
Construction Solicitation - ABC123-93-8-0014 Info see: . . . .
ems 19 ten10 | meme1143 | ems1423 | tems2edt | Chuses Add clauses from the Clauses tab as CLIN Cost/prlce information is blanked
SOLICITATION, OFFER, | 1. SOLCTATIONNUMEER |2 TYPE OF SCLICTATION) 3. DATE 1SSUED required. Contracts Ol.lt. on the SF 1'442 SOhCItatl?n but is
mmmg%\l:ﬁ?lgwm #BC123-89B0014 Z?;TD\;?E;‘(;?F) Boaie ] Two/l visible at the Line Item Detail level.
CRTATNAESE TR A EES Wb RO A Add text from the Clauses tab as required.
. DO02-85-A401 KKK IW e SAP
7 RS EY TOUE Toooot T ADDRESS OFFERTO (f cther han kem 7) Two /1

Defense Procurement Command See ltem 7
1142 Jetferson Davis Higheay

Arfington, WA 33333
TEL: 703-555-1212 IreL

FAX
Delete i

9 FOR INFORMATION CALL: | A NAME B. TELEPHORE NO

Trainer One 703-535-0011 Delete

Add
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Create an SF 1442 Solicitation (Continued) Include Progress Payment details as Contracts ¢ Another way to preserve information on
required in the Payment tab of the primary | Four/2 Performance and Payment Bonds is to
_— CLIN. create Not-Separately-Priced CLINs for
et i Payment Hiesoncs = For Line them. (Actual bond information will be
M I e e If Progress Payments are used, and progress | Item Detail added as a post-award action.)
H | oot is to be based on either % Completion or Info see: ¢ In addition, Payment Bonds can be
ﬂ sersi ey BN S femms ] Milestones, a Completion Criteria or monitored in the Delivery/Payment
”wmrm [ | Milestone box displays. Check the box and | Contracts Tracking Source Document. The
e . o . , .
W?rwm Fragm | ﬁl'l out the completion criteria or Two/1l Tracklng'Document is presented in a
T milestones. later section.
Two/1

Line Item Detail

3 )

Descripion

Ling tem

Number | 0001 [eorsty

Interest Beating — Interest]
Arcourt Reeuired L Period E

Progress Payment (ot
|
Callng Amount

Award [None

Ingertive Type

Incertive
Descrition

Performance Bond Requred [V

Performance Bond Information

J Original Bond Amourt

Payment Type [Progress Payr ﬂ Original Bond Date:

Original Exiation Date:

Comments

Bond Surety

[
Performance Bond Reguired [7 Payment Bond Reciredt ‘ (|
View Bond Info Cancel

[x]

—
—

s

Include “placeholders” for Performance and
Payment Bonds in the Payment tab of the
primary CLIN. A “Yes” in comments is
sufficient to place check marks in the
Performance and Payment Bond
windows.

Close and Save the solicitation when done.
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PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Start by setting Document Characteristics. Contracts ¢ Ensure that the CLINs and the SF 1442
i Four/2 Solicitation have been filled out
Select the Document Options — correctly. Clauses will be automatically
Clauses To automatically select clauses Characteristics menu to identify unique For details selected based on data criteria (e.g.,
P— characteristics of the SF 1442 Solicitation. | on Aujco contract type, FSC and total cost)
Selection contained in the SF 1442 Solicitation.

CHARACTERISTICS

[] Clause Templates

] optional Clause Groups
] PD2 Applicable Acts

] PD2 Competitive Type:

5] PD2 Place of Performance
1 PD2 Product Type
7 PD2 Set-Aside Programs

0K Cancel

Document Dptions [REETET s (=]

Reassign PIIN

Characteristics

Stepladder Pricing Structure
SEL Address

Auto Selection Clauses

Analyze

Generate CLINs
Generate Section ]
Generate Document

Wiew Document

Erport Deeiment

Future Yiew
Local Information

Modification...
Generate Summary of Changes
Generate Modification Document

Document Classification

Solicitation Type Contract Category
" RFa  Supply
 Service
CRFP
' RaD
B & Construction/A5E

Contract Sub-Category: [Construction  [~]
=TT

Pricing Structure:

Format: =] hd

~inc C

Contract Quantity:
Contract § Amount;
Order Quantity:
Order $ Amount:

’—oruering Period ‘

Start Date: End Date:

[Electronic Funds Transfer (EFT)
EFT |

i - |

OK I Cancel

Open the folders and select the
characteristics needed to pull in the desired
clauses. At the very minimum:

Select the Non-SAP Characteristic, if
applicable, from the PD2 Other folder.
(PD? defaults to SAP.)

Select the Product Type folder and a
Product Type Characteristic
(Construction)

Change other PD* default
characteristics if necessary. Other
defaults are: Full and Open
Competition, Performance in the USA,
and Full Funding.

Use the Document Options —
Classification menu to classify and format
the document. In the case of an IDIQ
contract, use Document Options —
Classification to set Contract and Order
Level Minimums and Maximums and to set
Start and End Dates. Click [OK].

Clauses see:

Contracts
Seven/2

SAP
Six/2

Additional clauses will be added as a
result of your selection of
characteristics.

You must select a Product Type
Characteristic (e.g. PD2 Construction)
and have a priced CLIN for Auto
Selection Clauses to accurately select
clauses for the solicitation.

Ensure that the Non-SAP
Characteristic in the Other PD2 folder

is selected if appropriate. (PD’ defaults
to SAP.)

Change other PD’ default
characteristics that do not accurately
represent the solicitation; i.e., Full and

Open Competition, Performance in
USA and Full Funding.)

Orders against D-Type contracts will not
be honored if placed before the Start
Date or after the End Date that has been
set in the Classification menu. These
are constraints that PD* will hold the
user to (sometimes best if left blank).
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Select the Document Options — Auto & For Fill-In clauses, the grey areas to be
S — Selection Clauses menu to open the Select filled in are text form fields. Highlight
e S| | Clauses window. the field first to properly fill out the
I blocks. Ifthe fill-ins are made outside
B el Options for selecting clauses that will be of the grey area, then the filled-in
o 52.203-3 R = By Reference € By Full Text [ hot Included . . . . . N . . .
:: ?2"2‘:2—25 REQ [ By Reference [=d By Full Text l_ Mot Included placed ln the SOllCltatlon lnCIUde: [Select lnformatlon cannOt be transmltted Vla
e By e C oy T T e All], [Clear All] or deselect (remove check- EDI.
e e Rescision, et ecovary ot oo e b oy oy mark) clauses one-by-one.
'7 52.203-10 R = By Refarar!cfa By Full Text I Mot Included
~ zg.c:lls;:ee = FRT/I;IKEEE‘ o:‘-l‘m;r::;::::?(‘ By Full Text l_ Mot Included . . . .
 amosmoston oy o s S e Clicking the [Select All] button option is
' ;II recommended. Inapplicable clauses can be
= = = marked as “Not Included” in the Clauses
tab. (See notes in the next section and in
the section on Amendments).
Click [OK]. The clauses selected will be
placed into the sections selected by the
System Administrator for the CSI format.
Generate CLINs and Generate Document From the Clauses tab: Contracts ¢ Do not touch the mouse or keyboard
Options indow  Hel F I 2 ]
PN ourf when generating.
EestlFlt ) Generate (convert to Word) CLINs by ] .
Characteristics - Ontions . . ‘ AlltO Selectlon Clauses Wlll be
—— [ cLins selecting Document Options — Generate | SAP reselected when the document is saved
ggjlz‘;ddigicm Stustus [¥ Inspection/Acceptance Terms CLIN:s. Three/6 .

Auta Selection Clauses

¥ Delivery Information

Analyze

Generate CLINs
Generate Section J
Generate Document

i

I” | Accounting/Appropriation Data

Wiew Document

~CLIN Range

Erport [asument

= All

Ftiture Wiew
Local Information

{~ Range
From

IfoelifiEation
[Generate Summan of Ehanoss
[Generate W adification Dasument

[

Include Inspection/Acceptance Terms,
Delivery Information, and IDC Constraints
(if appropriate) by placing a checkmark by
the item(s).

Generate document. Close and Save when
generation is complete.

If the Select All option was used, no
additional clauses will be recommended
unless conditions have changed.

¢ If clauses were cleared or deselected
from the Select Clauses window, then
the cleared or deselected clauses will
display again in the Select Clauses
window. Click the [Clear All] button or
select clauses, if required, and click
[OK] to close the document.

AMS Proprietary — Not for Disclosure Outside of the Government #-7




Procurement Desktop-Defense 4.1

Job Aid - Appendix #

280CT 98 13:48
frainer1

ABC123-99-B-0014
F=| SF1417 Pre-Solicitation Notice
Htachment
S ABC123-99-B-0014 290CT 98 13:04
<>,f€;'- CBD Pre-Solicitation Motice for Wisita trainert

CBOD Announcement

PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Highlight the solicitation, then select Contracts ¢ The solicitation must be approved
File - Route Two/4 before it is released
Route and Approve the Dep.end.ing on office policies, before SAP
C routing: Two/3

Solicitation

Elrouna stoct : g Add an Approval Sheet by
[ 'E".';..m rosnganas highlighting the award, clicking the
r R — Approval icon, and adding the appropriate

:Zm:istrmor, System &, = ;J;e: Approval Template.
e = | 1 ore o
B — Preapproval
4' Run a Preapproval check. Click
inrout the [Preapproval] button on the Approval
P Sheet.
Highlight the solicitation, then select
[=] [== File - Approvals. Select and approve an
Approval sheet.

Release the Solicitation Highlight the approved solicitation, then Contracts ¢ Once a document is released in PD?,
8 1442 Construction a | select Three/7 changes to the document can only be
Number | Descrigtion | Ussr | Date | Type | Procurement — Pre-Award/Award — made through an amendment.

G ABC123-99-B-0014 280CT 98 15:56 = icitati icitati SAP
@l ARC123 96 50014 W 2 0CT Solicitations — Release Solicitation T e o The document cannot be released
Construction Solicitation

unless it was first generated. Y ou will
be warned if there is no issue/response
date; however, you can still proceed
with release if the fields are not
completed. Running a Preapproval
check by clicking the [Preapproval]
button will catch omissions.
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PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Transmit the Solicitation via EDI Highlight the released solicitation, then Contracts ¢ A Yellow Lightning Bolt will display on
" Procurement — EDI Transmit Three/9 the SF 1442 Solicitation icon following
E"'I ABC123-99-8-0014 W being flagged for EDI transmission.
= Wigitor Center SF14 FHEDI Status [X] SAP
Construction Solicitation Three/7

File[s] for
} EDI Transaction Set 840 has been
flagged for transmission

Highlight the released solicitation, then
Utilities > System Administration 2>
EDI.

Click on the Transmit tab.

Select the released solicitation, then click
the [Transmit] button.
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
" Highlight the released solicitation. Contracts ¢ You must enter a reason for the
Three/10 amendment in the Create New SF 30
Salicitation Amendment L Go to Procurement —->Pre-Award/Award window to proceed.
Amend the Solicitation. e el . .
— Solicitations — Construction SAP , ..
Three/8 ¢ You must use Construction Solicitation

Create New SF30

SF
Humber | ABGC125-95-5-0014

SF1442 Mocification [ 150007
Humber
Deseription [ =F1342 Solictation Amenciment

Reason for Modification
dddl Adoitive DO0ZAC, Expand Parking Area] 1=

|

15. TELEPHONE NUMBER incitrte area code)

14, NAWE AND ADDRESS OF OFFEROR (hoke 2P Gode)

ATTN 18, REMITTANCE ADDRESS (hrekuse anly i diferent trar e 14

Tone e T
Add

[21. TEMS ACCEPTED!
HemSubitem

Vales may be raanded for Gisplay puiposes &

Humber Dese Quartity Unit of lssue

[ 0002 aaconcrete Fiatwork sround vist 1.00 Lat
D 0002 4B Aluminum Siding st Entry Facad 1.00 Lot

[ 0002 Ac Expand parking aves 1.00 Lat |

(22 AMOUNT

3. ACCOUNTING AHD APPROPRIATION DATA Cortified I
zz I0000000026EB0C D

Contraet-Level Funding More

Solicitation Amendment (SF 30).

Complete the Create New SF 30 window.
Click [OK] when done.

Make the required changes to the
solicitation. If IDC constraints are affected
by the amendment, be sure to make changes
in the Classification window.

Select the Document Options — Generate
CLINs menu.

Amendment (SF 30). Other SF 30
formats cannot be applied.

¢ Ifyou don’t change the constraints in the
Classification window, they will stay
the same as the original contract no
matter what changes are made in the
Amendment or modification.

AMS Proprietary — Not for Disclosure Outside of the Government

#-10




Procurement Desktop-Defense 4.1

Job Aid - Appendix #

PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Create a Stand-Alone and Long Form From the open solicitation amendment, Contracts ¢ When print previewing or printing the
Amendment select Document Options. Three/10 amendment, if both a Stand-alone and a
Sp—— Doument Option: LU A Stand-alone Amendment contains only Long Eorm Amenflment were created,
T Reassin I : SAP you will get a choice of the
FERSER I Bas the amendment itself plus a Summary of o L . .
Em—— Three/8 viewing/printing the Modification

Characteristics
Clazsification

Stepladder Pricing Structure
SEA Addiess

Classification
Stepladder Pricing Stucture
SBA Address

Auto Selection Clauses Auto Selection Clauses

Analyze Analyze

Generate CLINg
Generate Section
Generate Document

Generate CLINg
Generate Section J
Generate Dacument

View Document Yiew Document

Export Section Bl
Erport Document

Erport Gection El
Erport Documett

Future View
Local [nfarmation

Future View
Local Information

ification.

Modification

( Lmmary
Generate Modification Document

ocument Uptions At ar O s [=1s)

Beassign FIIN

Charactenstics
Clazsification

Stepladder Pricing Structure
SESAddiess

Auto Selection Clauses

Analyze

Generate CLIMs
Generate Section

Generat ment

Wiew Document

Export Section B
Erpot osument:

[eurtime Biet
Local Information

Modification
Generate Summary of Changes
Generate Madification Document

Changes (if the summary was generated).
To create a Stand-alone Amendment:

e Generate Summary of Changes
e  Generate Modification Document

A Long Form Amendment is the
Conformed solicitation with all amendments
incorporated.

To create a Long Form Amendment:
e Generate Document,
¢ Generate Summary of Changes
¢ Generate Modification Document

Close and Save.

Auto Selection Clauses will be reselected
when the document is saved. (See notes.)

Take appropriate action if add or delete
recommendations display in the Select
Clauses window and click [OK] to close
the document.

Document (Short Form) or the
Conformed Document (Long Form).

Ehuuse document type |

* Conform Documert

" Modification Document

oK | Cancel

¢ The clause reselection process will not
result in any additional clauses being
recommended, if the conditions that
were the basis for the original clause
selection have not changed and no
clauses were deselected from the
original Select Clauses window.

¢ If conditions change and no clauses were
deselected from the original Select
Clauses window, the Select Clause
window will contain only the Add and
Delete clause recommendations for the
changes.

¢ [f conditions change and clauses were
deselected, additions and deselected
clauses will be commingled.
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Highlight the document and Route for Contracts ¢ The approval and release process for an
approval. (File > Route) Three/10 amendment is the same as the approval
Approve and Release the and release process for the solicitation.
Amendment Approve the document. ’?‘ﬁrl;e ] ¢ Once the amendment is released, the
_ : S amendment is the conformed copy from
§ 1442 Construction H=E Highlight the approved document and go to . )
o | Omsorgin | o | oo | oo | Procurement — Pre-Award/Award —> which other documents can be built.
52 € ABC123-99-B-0014-0001 290CT98 1746 d . . .
QE SF1242 Solictation 4RAEAERF" trainer! Solicitations — Release Amendment
Construction Soficitation Amendmer
@ ﬁiﬁ;ﬁ éegftfrggj i@ i;gﬂgg 1o The released amendment is now the
PR Ty - conformed copy of the solicitation.
’%l ABC123-99-B-DDWI4 . . 290CTH8 1348
H=| SF1417 Pre-Solicitation Motice trainer
Atachment
=
Highlight the released amendment, select Contracts ¢ The gray areas in the OF 1419 Abstract
‘%l the Procurement — Attachment - New Four/2 of Offers attachment are text form
menu. fields. Highlight the field first to
ARSCRMENt Coate an Abstract of Offers (OF For properly figll oﬁt the blocks.
1419) Complete the Create Attachment screen. Attachments
Gioato tachment Select Construction Contracts from the , see:
itttk | AECIZ3 8550015001 Teryite e nergion Corrozs o] Template Type drop-down list box. Select
et [ roanaoin |||t [0 o the OF 1419 Abstract of Offers from the | Contracts
[omm eamm eza | Template drop-down list box. Click [OK] | Two/2
Ee v " to open the SF 1419 in MS Word. Complete
il CESERCRE e the SF 1419. Close and return to the SAP
CCU:: L8 attachment. When prompted “Save Changes | Two/2
i pjﬁ”:;::fmmmm O to Attachments?” click [OK] to close.
Phone:  foa-255.0011 _Delete | Cseiesien [ @

Edrt Cancel
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PROCUREMENT PROCESS STEPS PD*> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
QEE Highlight the released solicitation Contracts The Offer Evaluation cannot be used
amendment, then select the Procurement Three/11 as the basis for creating a SF 1442
e . — Pre-Award/Award — Offer Award.
Create an Offer Evaluation Evaluation menu. SAP Foreign currencies cannot be recorded
Three/9 in the Offer Evaluation. Foreign

i~ Offer Evaluation - ABC123-99-B-0014-0001 M= E

Soliciation Number: [ABC123-33-5-0014
Solctation Mairg e —————————
List Nurmber: Ll
Dele of Request; [23-0ct-1938
Recuiesting Gffice: Pefense Requiraments Command

Lockaut Other sers Lntil Opening Date: [~

4 CLINS B Total Cost &

“endor Quote Action

la Response

v/ ORLEANS, LA 70160 s
BIN7005 - ACME CONSTRUCTION AND DESIGN INC. e v 535,000.00
R.B. GOCDEODY 703-555-1000 29.0ct-1935 P
ARLINGTON, V4 22203
BNT24 - AMERICAN MANAGEMENT SYSTEMS, INC. Marual [
Mo Contacts Identified 29-0ct-1998
FARFAX, VA 22033

56550000 _|

Total # of Responses: 4 =

Wendor

Evaluate A|_|alys|s| ( Add | Delete Quote A_ward| Close |

The Offer Evaluation window opens and
includes vendors from the SML. Add other
vendors as necessary.

Record Bids, No Bids and No Responses
from the drop-down table in the Offer
Evaluation window. Enter vendor prices
by highlighting a vendor and double-
clicking to open the Quote Sheet page.
Complete the Quote Sheet page, and then
highlight a CLIN to open the Line Item
Detail window for that CLIN. Complete
the Line Item Detail window.

Repeat for each vendor. Close and Save.

currency offers should be converted to
U.S. dollars to record prices in the
document.

The Offer Evaluation will
automatically record incoming EDI
quotes from vendors. If an Offer
Evaluation has not been created, the
receipt of an EDI offer (843) will create
an Offer Evaluation.

The Offer Evaluation records No
Response, No Bid and Bid information
for Purging in the SML.
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DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
o From the released SF 1442 Solicitation Contracts ¢ The SF 1442 Award can also be created
4 amendment, select the Procurement—Pre- | Four/2 as a stand-alone document.

Construction Contract Award

Award a SF 1442

Constiuction Conlract Award - ABC123-99-C-0018

mE ||

ftems 1-8 ftem 10 fems 1113 Hems 14-23 ftems 24-31 Clauses

14. NAWE AND ADDRESS OF OFFEROR (inokits 2P Code) 15. TELEPHONE NUMBER (irchuds area cor )

703-885-1000

ACME CONSTRUCTION AHD DESIGH INC.
a R.B. B00DBODY
101000 JEFFERSON DAWIS HIGHIAY

16. REMITTANCE ADDRESS {Inelude only i ditferent than itenr 14)

Delete
ARLINGTON, A, 22203

CODE FACILITY CO Add

Add |

[21. ITEMS ACCEPTED:
temiSubitem
Humber

Values may be roundied fo display pirpases.

Description Quartity Unit of Issue  Unit Cost Total Cost

D 0001 Construct Visitor Reception Ce 1.00 Lot 435,000.00 485,000.00

0002 Addtive Work 0.00 (fram subCLINS) 50,000.00

(22, EMOLNT
$:535,000.00

73, ACCOURTING &ND APPROPRIATION DAT A, Certified ™
27 21920200000005711 053200000000026EB0000MAE1 RSF7 230000(

Contract.Level Funding More

Award/Award—Awards—Construction
Purchase (SF 1442) menu.

The Create New SF 1442 Award window
opens. (If the contract is to be a D-type

contract, now is the time to change the “C”
to a “D.”) Click [OK].

Complete the SF 1442 Award document.
Funds Certification in Block 23 and
document generation will be covered in the
next section.

Close and Save the document.

¢ Regardless of how the funds are
certified, the certification process must
take place in order to release the
award. The Funds Available checkbox
in Block 23 must be checked even if
there are no funds applied to the
contract.

¢ Ifa Funds Certification document is
not used, and the funding amount on
the PR is not sufficient to fund the
award, then create a PR Modification
(Contracts Two/5 or SAP Two/5) or
unapprove the PR and increase the
funding amount. An award cannot be
released until the funding amount from
the source document is greater than or
equal to the funded amount in the
Award.
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PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
‘|§§2| o . Open the award and place a checkmark in Contracts ¢ If CLINs and/or the document have
Funds Centificaion Document - Certify Funds Funds Available checkbox in Block 23, or | Three/15 for already been generated, applying the
BB Funds Centification Document - SF1442 - ABC123-93-C-0018 [Read Only] create a Funds Certification Document. Funds Funds Certification Document will
_M e Highlight the award; go to Procurement— | Certification require regeneratiang the CLINs and
. ‘a.wmmm:M;:;d;mmm Pre-Award/Award — Certify Funds document.
i —Funding Document Contracts
e e — ) ] Four/2 for
b s accerEs i Complete the Funds Certification the award.

ftem/Subitemn
Humber Description

Values may be rounded far display purpases,

Quartity Unit of lssue Unit Cost Total Cost

D 0001 Construct Yisitor Reception Ce

0002 Additive Wiork

1.00 Lot 485,000.00 485,000,000

0.00 (from subCLINS) 50,00000

|22, AMOUNT
$ 535,000.00

23, ACCOUNTING AMND APPROPRIATION DATA
7 21920200000005711053200000000026EB00000v61 RSF 72800000

Contract-Level Funding View

Document. Close and Approve.

Apply the Funds Certification Document to
the award. Highlight the approved Funds
Certification Document. Go to
Procurement—Pre-Award/Award —
Certify Funds ->Apply Document. Click
the [Yes] button for the Overwrite warning.
The funding document has been applied.

The Funds Available checkbox in Block 23
is now checked.
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DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Generate CLINs and Generate the Award From the open SF 1442 Award document, Contracts ¢ Do not touch the mouse or keyboard
document select Procurement —>Generate CLINSs. Four/2 while generating.

L indow  Help Jocument Dptions TR ER =Gl . .. .
A | s 1 Include Inspection/Acceptance Terms, SAP ¢ Ifthe award was bullt.from a solicitation
Frm—— | Characterstcs . . . that used Auto Selection Clauses,
Closiication | Chssifoaton Delivery Information, Accounting/ Three/10 .

Stepladder Pricing Structure | Stepladder Pricing Stiucture LR . . ClauSGS W]ll l’lot be reselected Whel’l the

S A SEA Acdress Appropriation Data and IDC Constraints (if ) ..

e St Sclecion Claes appropriate by) placing a checkmark by the document is saved unless the conditions

. pro . that formed the basis for the initial

Analyze = ltem(S). 1

Generate LIS Generate CLINs clause selection have changed.

Generate SectionJ Generate Section J

e ———— Generate Document Generate the document.

Wiew Document Wiew Dozument ¢ Ifthe SF 1442 Award was created as a

e 1 Brpotenind Close and Save the document. stand-alone document and Auto

T CEUNTEr! =R GEUTES

— B Vi Selection Clauses is used, or if Auto

;ujmrc.umanon Ld[‘"l"” Selection Clauses were rerun, the

odification.. Ll eielifje= ne s .
Eenelategummary ofiChanges genéfateiun;!:aw.o’ E[I)hanges ClauSGS Wlll be reSCleCted When the
enerate Modification Dacumen enerate Madiieation EEmeEst .

R document is saved. (See notes on Auto
Selection Clauses and clause reselection
in the solicitation and amendment
sections above.)

Ry | Highlight the SF 1442 Award, then File - | Three/15 ¢ The SF 1442 Award must be approved
] —., Route or click the Route icon. before it is released.
Route Depending on office policies, before

Route the Award for Approval

4 Routing Sheet
- Route stop directory

~Route setting:

[ Include routing sheet
I= | il modification of stop list

Category: |)cer -

I= | llow ardition and rempval ofjobjects from route
Hame Route stop
Administrator, System A User
One, Pruser - 0 Cne, Trainer
—_— e, Trainer
Two, Priuser
—|

in routs

ABC123-99-C-0018 20 00T 95 1654
1] sF1442 Awarg irainer!
Conztruction Contract Apard

ok Cancel

routing:

il Add an Approval Sheet by
highlighting the award, clicking the
Approval icon, and adding the appropriate
Approval Template.

Ereappruuall
Run a Preapproval check. Click

the [Preapproval] button on the Approval
Sheet.
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DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Highlight the SF 1442 Award, then select Contracts ¢ The Vendor must be approved before
File - Approvals or click the Approval Five/3 release. The System Administrator can
Approve and Release the Award icon. approve the vendor anytime during the
§] 1442 Construction AEE | ' SAP Four/3 award process.
N“mbif LB[;S;;‘]:;”CIDU:';” [ D= ] T:;ZCIT% o - Complete the Approval Sheet. Click [OK]. ¢ Unless registration in the Central
@l SF1442 Award trainert Highlight the approved Award and go to the Contrac.t e Registry (CCR) is made a
Construstion Cortract Avard prerequisite for vendor approval by the
_f | Procurement —>Pre-Award/Award gy
@ ABC123-89-C-0018 29.0CT 98 18:26 s Awards —>Release Award menu. System Administrator, .you n.mst ens.ure
M Ceiiiiif;ﬁ'ufm?ZFE’iZ“mem rainert the successful vendor is registered in
CCR prior to award. PD’ does not
ABC123-99-B-0014-0001 19.0CT 98 19:09
Offer Evaluation trainert perform a CheCkforyou‘
e B ¢ If your office has the capability
(including postscript printers), PD* will
I automatically generate EDA compatible
files for released awards and mods.
Create a Congressional Notification for an When releasing an award greater than or Contracts
Award > or = $5 Million equal to $5 million, PD* will prompt you for | Three/14

Create Attachment

a Congressional Notification.

'Warning!

The tatal contract valus is over $5.000,000.00. A Congressional
Notification Repart must be created

Yes HNo | Cancel |

Aftachment Number: | ABC123-03-C-4012 Template Type: [Congressianal Matification =
Aftachmert Tile: Auard Congressional Nofificatio Template: | Aavard Congressional Nofification ﬂ
Stah.
| ¥ Open € Completed " Canceled ‘
Action Penging: | None: vI
Source Document ————————————————————————
Description: ~ SF1442 Awarel Exgiration Date:
Mumber ABCIZ5-83.C-A12 Dalar ¥alue Linit:
Description:
CLINS:
:'3 Dollar Vale of ABC123-89.C-A012 s d
~Contact $12,576,000) =
Mame: [Trainer One
Organization: palense Procurement Commanc
: [ ™
Phine: I?DS-SSS-DM 1 Delete

Edt Cancel

Click the [Yes] button to create a
Congressional Notification Attachment
prior to release.

To create a Congressional Notification
Attachment after release, highlight the
released award and select the Procurement
—Attachment menu.

Select Congressional Notification from the
Template Type drop-down list box and
Award Congressional Notification from the
Template drop-down list box.
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DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Transmit the SF 1442 Award via EDI Highlight the released SF 1442 Award, Contracts ¢ A Yellow Lightning Bolt will appear on
B EDI Transaction Codes then Procurement —»EDI Transmit menu. | Three/13 the SF 1442 Award icon following EDI

Transaction Purpose Cods transmission.

Drett ﬂ status... | qunplete .the EDI Transmission Codes SAP

Information Copy = Window, including a Transaction Type to | Three/12

be created (836 and/or 850) by clicking the
Transaction Acknowledgement Code appropriate radiO buttons.
ject Reguired
o ledoement Reguirec
sknevisdgement feduired Click [OK] to close the following EDI

Transaction Type Status windows.

i 836 F‘rocu::mem Motices L I -

! Lrchsse Order = an [ |

L 2:2 :Wal:d Mood : & 2:2 ang ggg e | (2] 1.,..“.=|'§:."!§f.':éo has been EDI r.:»:.n::rls‘l:'r;'ss has been

[

2 Highlight the released SF 1442 Award, then | Contracts ¢ The CBD Announcement must be
{?:-;fﬁ;. select Procurement ->CBD Three/19 approved to prepare it for EDI

CBO . A t. transmission.

Announcement Create a CBD Award Notice fnouncemen SAP
]| Three/11

Ereale Mew CBD Other Motice

CBD mumber: I ABCT 23-99-C-0018

CBD Description: I CAD Awvard MNotice for SF1442 Swwan

CHD Type
i~ Sources Sought Motice

" Preszalicitation Motice
i Other

" Modification to Motice

Complete the Create New CBD Other
Notice window. Close and save.

Reopen the announcement; select the
Prepare —>Prepare menu. A flat file is

created suitable for EDI transmission.

Save the CBD file in a location specified by
the System Administrator.

Click [OK] and close the announcement.
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on Highlight the released SF 1442 Award, then | Contracts The DD Form 350 in PD? is self-
350 Procurement —> Pre-Award/Award — Three/18 validating.
E:ﬂim::slﬂﬂ Report FPDS Reports = DD Form 350 SAP The DD 350 cannot be prepared for
Create a DD 350 Report Three/15 EDI transmission until it has been

Create New DD350

Humber: I ABCT23-99-C-0015

Description: | D350

Report Type
= Original

Report Humber: IDDDS

Contracting Office:

) Cancelling ) Cornecting

CODE  DOooq
Defen=se Procurement Command

1142 Jefferson Davis Highway

Arlington, W&, 33333

Delete |

Cancel |

The DD 350 control number can be changed
to reflect construction numbering for low
dollar value procurements.

Prepare the DD 350 for EDI transmission
by highlighting the signed DD 350 and
selecting Procurement—EDI Transmit.

signed.

The DD 350 cannot be signed until the
failed validation checks have been
cleared.

Make sure the System Administrator
has complete vendor files containing
Tax ID numbers, DUNS numbers,
Cage Codes and other information
asked for on the DD 350.

The DD 350 pulls the obligation amount
of the award from the funded amount,
not the award amount. The field is
editable and can be changed.
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3P Highlight the released SF 1442 Award, then | Contracts The Reason for Modification section in
Gl select Procurement — Post-Award — Six/1 the Create New SF 30 window must be
Contract Mod  \1odify the SF 1442 Award Dé[l(;dll:l:;tmn (SF 30) —»>Large Purchase SAD completed to create a modification.
1 Detail r Description T Pricing T Funiding r Shipping T Payment T Local Info ] ( ) FlVC/l A CO"StruCtiOn Plll‘Chase (SF 1442)
. modification must be selected. Other
- - Globa! Ch R
r el rorl - G [ 5 ] Im,,,,: Complete the Create New SF 30 window. formats cannot be applied.
| coeoae o (R ol Feed Ctoonk )
4 Dessiion sl f 1 Paing Fea <o Modifications and amendments in PD
i [ = Number | AEC123-93-C-0018
j Destrton A follow the same processes.
. Sz
it Bt HEfentos T ol — Description I SF1442 Contract Modification
tem Information ,—MD ,m lm o
mount of Mod. E -$10,000. _ Reazon for Modification
‘ W i I’: Id = — — Ingert: Record Performance and Payment Bond information ;I
ow Totile | 100 | 70 | $17,000.00 Reduce the scope of SubCLIN 00024C. Decbligats
eriod o StartDate  EndDate erio| 05t Conatrai tuncling in the amount of §10,000.
ier!;m;ncel I P(-' Buase € Cption ,cm{ T :'t m ’ o
Test Type SEOTIAE T
Unt of lssue I Exhibi : ox_m
| —' [ed]
Make changes as needed in the SF 30 Mod.
Modify the SF 1442 Award (Continued) Contracts Payment Bond information can also be
Record Performance and Payment Bond Six/1 recorded in the Delivery/Payment
information in the Payment tab of the main Tracking Source Document presented in
Performance Bond Information CLIN. Close both bond windows. Close SAP a later section.
él OriginalBort mourt | o the Line Item Detail Modification window | Five/l The Performance Bond cannot be

1|| Otiginal Bond Date FS-OCMSSB
Original Expiration Date FB-JU|-1 983

Ferformance Bond reflects the reduction in scope for
Comments [FUBCLIN 0002AC,

AMERICAN WMANAGEMENT Y STEMS, INC.

Bond Surety 4114 LEGATO ROAD

FAIRF A, WA 22033

OK | Cancel |

to return to the SF 30.

From any tab in the SF 30, go to Document
Options > Generate CLINS.

(The Payment Bond Information window
(not shown) is completed in the same
manner as the Performance Bond
Information window.)

tracked in the Delivery/Payment
Tracking Source document unless the
Performance Bond was created as a
CLIN in the contract.
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. . i i Contracts . . ..
Create Stand-alone Modification and a Long From the open SF 30 Modification, go to . ¢ When print previewing or printing the
F . - Document Options > Six/1 : . . :
orm Modification modification, you will get a choice of
. . the viewing/printing the Modification
Document Option: RO Dacumert Ogiors BRI To create a Stand-alone Modification: SAP &P &
Heessn Il Fesssan I Five/1 Document (Stand-alone) or the
Characteristics Characteristics COHfOHl’lCd Document (LOl’lg FOI‘m) lf
ey Clsifcaton ¢ Generate Summary of Changes
Stepladder Pricing Structure Stepladder Pricing Structure . . bOth WEre Created.
SBA Addiess SBA Address ¢ Generate Modification document
Auto Selection Clauses Auta Selection Clauses
Analyze Analyze TO create a Long FOI‘I‘n Amendment Chooze document type |
Berate Setion oottt e Generate Document, & Contorm Docrment
Generate Document Generate Document ° Generate Summary Of Changes r aNTarm LaCLUme
Wiew Document Wiew Document . . . .
o o o Generate Modification Document Miafication DocUment
Future View Future Yiew . o ) e N IR N 0 K ........ Cancel |
Local Infarmation Local Information Use revision marks, lf deSII'ed. el B o
Modification..
CEIE
You are about to generate the document. Continue? ¢ ReVlSlOn marks can be used for
cancl | modifications. They are not an available
option for amendments.
Close and Save the document.
Highlight the SF 30 Modification. Contracts ¢ The released modification is the
Six/1 conformed copy to which other
Approve and Release the SF 30 Route for approval and Approve the documents can be attached.
Modification document. SAP ¢ Ifyour office has the capability
: . . . . 2 .
ETr—— I o Five/l (1nclud1pg postscript printers), PD Wlll
T [ e | T Highlight the approved document; select automatically generate EDA compatible
@ *\90123-99-0-0013-;% 290CT 68 21:07 = | Procurement—Post-Award—Release files for released modifications.
SF1442 Contract Mo trainert . .
Construction Award Modification = Modification
ABC123-99-C-0018 290CT 98 20:32
DD3a0 trainert .
FPOS - Individual Contracting Action Report et Prepare DD 350 reports, Congress10nal
@ ABC123-98-C-0018 2900788 2047 Notifications, etc., as appropriate.
s CHD Award Motice for SF1442 Aware trainert
CHD Announcement
[~
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Create a DD 1155 Delivery Order Highlight an approved PR and go to Contracts The delivery order may be started by
Procurement—Post-Award—FSS Six/3 either highlighting the D-contract or by
Search Crter [y Order/DO/TO(DD 1155) going directly to Procurement—Post-
B ¥ Eternal award SAP Award—FSS Order/DO/TO (DD
- Search By From the Create New Delivery/Task Five/3 1155)
(@ Decumerturer i esued Order window, click the [Select] button
[searen]|  atoen | concel |  eemenite s ofer and conduct a search for the desired SF
[4BC123-09.0-0001 Computer IDIQ Cortract 1442 D-Type Contract. Double-click the
Cortract / Avard appropriate contract or highlight the
rr—— contract and click the [Select] button.
The Create New Delivery/Task Order
window opens. Click [OK].
Create a DD 1155 Delivery Order (Continued) Match the CLIN from the D-contract in the | Contracts The matching window works from left
EfDetvey/Tosk Drdr left-hand screen with the CLIN from the PR | Six/3 to right. Highlight the CLIN on the
_Eziﬁfg'ﬁu””‘ Wé;;%féﬁm_w on the right-hand screen. If desired, click Contract side first, and then highlight the
L S o T the [Attach] button to bring in CLINs from | SAP CLIN from the PR.
] - e ] other documents. Click [OK] when done. Five/3

e Gy [

Wax 3 At [

Max ty [ WMax § At [

100,000

Report

CLIN# |Description Type CLIN# |Description Type
aining Quanti i aining Co: uantil

[cLin Price |

Complete the DD 1155 Delivery Order.
Add an effective date.

Certify funds in Block 17.

Make other entries as necessary.

Generate CLINs and Generate Document.

Approve and Release the delivery order.

Be careful to avoid mismatches. You
can match a CLIN in a contract with
the wrong CLIN in a PR. The CLIN
being matched to the contract has to be
the same type of contract. (e.g., you
cannot match a Labor Hour CLIN with
a FFP CLIN).

Release the Delivery Order by:
= Highlighting the DO

= Procurement >Pre-Award/
Award— Awards —>Release
Award

The DO is not released as a Post-
Award modification action.
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Prepare a DD 1057 Feeder Sheet Highlight the award, modification or Contracts The DD 1057 Feeder Report uses the
delivery/task order, then select Six/3 funded amount, not the award amount,
RS s et Procurement—>DD 1057 Feeder to report the value of the award. Follow
Information SAP office policies on making sure the
T it e e Sonracing Actens Three/15 funded amount and the amount of the
_F'Ew - L e Complete the report and click [OK]. award are the same prior to reporting.
Socic-Economie Action Type o
e e
e
= e
Highlight the award, modification or Contracts Deliveries, Payment Requests, Payments
delivery order. Six/7 - 8 and Bond Information can all be
Dielivery/Payment recorded within the Tracking Source
Tracking Source Go to Procurement—Post-Award— SAP Five/4 Document, once the document is

Create a Delivery/Payment
Tracking Source Document

B Delivery/Payment Tracking Source - ABC123-93-C-0018-P00D01 [_ O] =]

Document Humber LN Number  CLIN
[Bcizasecore- | [

Contractar

[£.CME CONSTRUCTION AND DES:

| T

Unit of Issuef Quartity!
Date Recsived  Status Amourt

Lot
Delivered Quantity 0.00000

Type Due Dats

ry 26-.
Humber of Deliveries 1

Summary’
Print

Hotes

il [E

Cancel

Tracking Source

Create Tracking Source

Pl Mumkber I ABC123-99-C-0018-PO000OT

Description I DeliveryPayment Tracking Source

Cancel |

The Create Tracking Source window
opens. Click [OK].

The Delivery/ Payment Tracking Source
window opens.

created.

Delivery reports, reports of payment
requests, and payments made as stand-
alone reports will feed into the Tracking
Source document if one exists for the
action in question.

The only Bond that can be recorded in
the Tracking Source document is the
Payment Bond.
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Record Delivery, Payment Request, and From the Delivery/Payment Tracking Contracts
Payment Information Source document, highlight the CLIN being | Six/7 - 8
S Doivey/Payment Traching Souroe -ABE1Z3-59-C 0915 PUOIDY e | reported on. Double-click the CLIN to open
focis et [ : the Tracking Source Detail tabs. SAP
|mw poozan oncre«e Fletveork around Vistar Certer = FiVC/ 4
e Complete the tabs as events occur.
oo R e
o o : Print
Hotes
Cancel
Record Delivery/Payment Info Independently. With no document highlighted: Contracts ¢ [fa Delivery/Tracking Source Document
ey AmrdSeecion Go to Procurement — Post-Award— Six/7- 8 has b@en created for the action in .
Search Criteria : Deliverv—sAdd Deliver question, the Delivery Report also will
: e m y y SAP feed information into the Tracking
e The Pebeed i The Delivery Award Selection window Five/4 Source Document.

CLIN % Description

000 Construction and Repai

opens. Conduct a search, highlight the

appropriate award, and double-click to open ¢ The Payment Request and Payment

. . . Menus work the same as Delivery.
Nt the CLIN Selection window. (Or click the Y
[4BC123-93-D-0004-0001 [Select] button.) qumsmc“m Document Type =
| % | Payment Requests
In the CLIN Selection window, highlight semren oy

- comn | the CLIN the delivery report is for and S © s
double-click. The Supply Delivery Entry [S=1 =]

[ B Oy BT LE) | window opens. Make entries and click o oo oo
Document urmber CLIM Murnber CLIN Description
ooz oot [eonstruction and Repair Services [OK] .
et ISnurcaDme DIEStir\aﬂnr\Dma Acknoveledged By = T(yfag:;jil:ﬂary Open the Tracking Source document for the Paymgnlﬁelec“n" E
Rt ' o action for which the independent delivery CE— e
Start Date: End Date Order Gty Unit of lesue .
Dug: o-nov-1998 . Povov1sss) [ 20000000 Hours report was made. Chck [OK] When done_ SearchBy —
Shipped: Houws  [=] % Document Number
Acceptect [ [ | Hours -] select cancel £ CLINNumber
Estimatedt Hows  [=] : : _l 4‘
P e e T To view all Delivery Reports, go to Post- e —
e e, ER e Award— Delivery—>Modify Delivery
oo i L foeroes * || | menu. Conduct a search to view reports B
Commerts: Cancel . p . Jid|
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DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Create a Discrepancy Report With no document highlighted, go to Contracts ¢ Discrepancy reports do not feed into a
Dg..mmi“.g.wnm..m,, s | Procurement—Post-Award — Six/7 - 8 Tracking Source Document.
Details Cortacts | Descriptions s 3
e o l (I:JL_aléwwa Foretomin anope Srvees gzsc(l::)ancy Report—>Add Discrepancy SAP ¢ The initial Discrepancy Report is created
";"‘_ e P Five/4 in Add Delivery Report. The Modify
e : T e = Find the award/modification in question and Dlscrepfancy Rep/ot;it. menu contains all
b T b Rebar Osesten e Search for the action in question. reports for review/edit.
e 'y ' _"m ' — ¢ In addition, a Deficiency/Discrepancy
E“ s = | e - PR R EE Fill out the details of the deficiency/ Summary Report can be created.
e s oven | discrepancy and click [OK].
[m Highlight the award or modification and go | Contracts ¢ The award, modification or DO/TO
to Procurement — Post-Award — Six/4 must be released to run an Award
Award Status Award Status. The Award Status Status Report.
Determine the status of the Award | window opens. SAP
=] Award Stalus - ABC1Z399:0-0008 BRI Five/5

~Conform Copy of Award

rWendor

Docurment Number [4AC1 23-99-D-0004

42 Awvard Releage Date IWZQW
Total Svvard Amourt lm
Tatsl Obigation &maurt [~ 5000
Period of Performance IZQOW to busw
Contract Type W

Hlame JACKME CONSTRUCTION AND DESIGH INC.
Address: (101000 JEFFERSON DAVIS HGHWAY

ARLINGTON, VA 22203

Cortact . B. GOODBODY
Phone W

o s

Email yooodboddy.com

-Award ification Count

Humber of Madifications r DEfailk

Order Count

Mumber of DeliveryTask Orders IZ_ Detail...

Close

Click the [More] button to see the PR and
solicitation from which the award was built.

Click the [Detail] button located by the
Award Mod Count check box to see
modification details.

Click the [Detail] button located by the
Delivery/Task Order Count check box for
DO/TO details.

The selected award document has not been released.
An dward Status document can't be created until the award i released

Q
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Job Aid - Appendix #

PROCUREMENT PROCESS STEPS PD> MENU PATH/ LESSON/ NOTES/SHOWSTOPPERS*
DOCUMENT TAB TOPIC # *(Showstoppers are in bold/italics)
Mark the Document as Terminated Highlight the document that has been Contracts & The Termination menu cannot be
terminated and go to Procurement —Post- | Six/10 started from a modification; it must
~Termination R CLIH Terminati Award > Termination —»>Terminate start from the main award.
{* Convenience £ Partial SAP The T inati ¢ i< Tust ¢
.. . . . ¢ Termination stamp is just a stamp.
L £ Ful Complete the Termination window. Five/8 on stamp 1s J P
N The actual termination must be
I Sbeaebnpden = accqmpli;hed by a termination
seerten B e e modification,
o torger rEqUirEdI d = :;; 23-99-D-0004 30 0CT 98 00:10
Status Report as of 10/29/98 trainert . b
@ ABC123-99-D-0004-0002 29 QCT 98 23:42
DeliveryiPayment Tracking Source trainer1
j Cancel DehuarytPaymemWTmclzng Saurse #
=
The document stamp is changed from
Released to T4C.
Closeout the Contract or Delivery Order Highlight the conformed version of the Contracts ¢ Closeout must occur from the
I8 Construction Defivery Order | document to be closed out and enter a Final | Six/11 conf‘ormefl document; i.e., the last
Number | Descrigtion | User | Date | Type | Payment Date. (Procurement—Post- modification of an award that has been
Ty ABC123-09-D-0004-0002 ey 30 OCT 98 0018 2l { Award— Closeout ->Payment Schedule) SAP modified.
55 DeIiveryITaskOrder trainer! Five/9 .
Delvery Ordar L ¢  An award cannot be closed out without
_ From the highlighted document, complete a
ABC123-88-D-0004-0002 30 0CT 88 00:16 | a final payment entry.
Ep Contract Completion Statement trainert DD 1594 from the Closeout menu. If
artract Complaton Statement required, complete a DD 1597. ¢ An award cannot be closed out without
E‘E ABC123-89-D-0004-0001 I00CT98 0012 a signed Contract Completion
55 DeliveryTask Order trainert S DD F 1594
tvery Orter Go to Procurement—Post-Award— tatement (. orm ).
Closeout—Closeout Award. ¢ The System Administrator can reactivate
| a closed-out contract.

¢ The System Administrator can establish

automatic close out criteria for a variety
of contract types and dollar values.
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